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Administrative Assistant for Purchasing and Special Events

Employee Name (Print): _______________________________________


Reports To:		Director of Purchasing & Special Events 
			
Dept/Campus:		Central Office					Paygrade: PP-6

[bookmark: _GoBack]Wage/Hour Status: 	Nonexempt					Date Revised: November 2014


This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE / FUNCTION:
Assist in the procurement of supplies and equipment for the district.  Follow established purchasing procedures to process bids and purchase orders.

QUALIFICATIONS:

Education/Certification:
High School Diploma or GED
Two years of college education preferred

Special Knowledge/Skills:
Knowledge of procedure for purchasing/invoicing supplies and equipment
Ability to use personal computer and software to develop spreadsheets, databases, perform word processing
Ability to work with numbers in an accurate and rapid manner
Ability to use calculator (10 key by touch)
Ability to analyze/organize a complex filing system of bid-related documentation
Ability to use Internet and E-Mail
Proficient skills in typing, word processing, and file maintenance
Effective communication and interpersonal skills
Focus on customer delight

Experience:
Three years clerical and accounting experience

MAJOR RESPONSIBILITIES AND DUTIES:

1. Assist in initiating contact with vendors to check on supply and equipment availability, invoices, purchase orders, and contracts.
2. Assist in obtaining and studying comparative prices and quotations.
3. Assist in purchasing supplies and equipment for the district by competitive bidding, informal quotations, and negotiations following established district criteria and state purchasing rules.

4. Assist with the preparation of bidding documents, including notice and instruction to bidders, specifications, and form of proposal.

5. Work cooperatively with district personnel to determine appropriate specifications, sources, availability, pricing, shipping, and receiving.

6. Prepare and maintain vendor and bidder lists 

7. Detect and resolve problems with incorrect orders, invoices, and shipments.

8. Prepare correspondence, forms, manuals, reports, purchase orders, and payment authorizations using personal computer or typewriter.

9. Maintain complex physical and computerized files for the department.

10. Assist with radio traffic monitoring for Business and Support Operations.

11. Enter approved special event requests into event system. Record accounts receivable for events. Enter events on District calendar as well as Director’s calendar.

EQUIPMENT USED:
Computer, typewriter, printer, calculator, fax machine, copier and multi-line telephone system, and hand held two way radio

WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Reading; ability to perform basic arithmetic; ability to communicate effectively (verbal and written); maintain emotional control under stress; maintain a clear focus on customer service

Physical Demands:
While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facility. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs and the ability to work with frequent interruptions.


The foregoing statements describe the general purpose and responsibilities to this job and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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